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Training Get productive quickly with our Outlook Quick Start

Learn how to create and send email and use mentions to get someone s attention
Training Watch this online training video to learn how to create and send email
messages as well as reply to and forward an email in Microsoft Outlook 2016
After you finish composing your message select Send

Note If you can t find the Send button you may need to configure an email
account. From within Outlook on the web or Outlook off the ribbon select New >
Mail

On the To Cc or Bcc line enter the recipients email address or names As you
switch from G Suite to Microsoft 365 learn how to create and send email in
Outlook on the web Training Switch to Outlook Mail from Gmail and start working
together with these quick instructions on how to send read and organize your
email with Outlook When you re done composing an email tap the Send icon
triangle at the top right corner of the screen

If you re replying to a conversation tap the Send icon triangle at the bottom
right corner of the screen Use email templates to send messages that include
information that doesn t change from message to message

You can compose a message and save it as a template then reuse it anytime you
want it adding new information if needed By using the Send an Email action in

the Workflow Designer you can set up your custom workflow to send emails to you
or to any other specified user or group

The available fields for an email are To CC Subject and Body Sending email on
another person s behalf requires actions by two people One person gives delegate
access to another person. The delegate then adds the other person s mailbox to
their own profile

After that the delegate can send email on the other person s behalf. Following
are the steps for each person to take You can use a contact group to send an
email message or meeting invitation to all the addresses at once

You can include contact groups in messages task requests meeting requests and in
other contact groups.
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